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SECTION 1
PROGRAM OVERVIEW

TREASURY ACQUISITION INSTITUTE OVERVIEW

The Treasury Acquisition Institute (TAI) was established by the Department
of the Treasury and the Internal Revenue Service in partnership with the other Treasury
Bureaus on September 14, 1993.  TAI was created to coordinate and lead
Departmental and Bureau efforts to obtain the best training possible for their
acquisition professionals.

Since commencement, other Federal agencies and organizations have
participated in the TAI training program.  The current mission of TAI is to obtain cost-
effective training solutions to ensure that all participating agencies and organizations
receive the finest acquisition training to develop world-class acquisition professionals.

The following is a list of organizations that TAI has served:

Architect of the Capitol
               Architectural and Transportation Barriers Compliance Board               

Bureau of Alcohol, Tobacco, and Firearms
Bureau of Engraving and Printing

Bureau of the Census
Bureau of the Public Debt

D.C.  Department of Administrative Services
Department of Agriculture 

Department of Justice
Executive Office of the President

Federal Emergency Management Agency
Federal Law Enforcement Training Center

Federal Reserve Board
     Financial Management Service

National Credit Union Administration
National Oceanic and Atmospheric Administration

Office of the Comptroller of the Currency
Office of Thrift Supervision

Pension Benefit Guaranty Corporation
Small Agency Council

Treasury Departmental Offices
U.S. Coast Guard

     U.S. Customs Service
U.S. Mint

U.S. Secret Service
U.S. Securities and Exchange Commission
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GENERAL INFORMATION

HOW TO REGISTER

Registration is a simple, 4 step process:

1) Make a copy of the registration form on page 48 of this catalog.

2) Complete your personal information and the course information.

3) Have your supervisor indicate approval to attend the session by 
signing the form.
               

4) Fax or mail your completed registration form to us.  Our fax number 
is (202) 283-1130 or (202) 283-1517.  Our mailing address is:

                  Internal Revenue Service
          Constellation Centre

       6009 Oxon Hill Road
       M:P:P - 7th Floor
       Oxon Hill, MD  20745
       Attn:  Treasury Acquisition Institute

If you have questions or need additional information, please call 
(202) 283-1674.

REGISTRATION CONFIRMATION

You should receive a confirmation within three days of our
receipt of your request.  If you do not receive a fax or e-mail 

confirmation within three days, please call Diana Allison at 
(202) 283-1674.  Individuals are responsible for making their
own travel arrangements.  However, no travel arrangements 
should be made until you receive your fax or e-mail confirmation 
of registration. 
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GENERAL INFORMATION

WITHDRAWAL/SUBSTITUTION/CANCELLATION POLICIES

1. If you are unable to attend a class for which you are confirmed, send us a note 
with your supervisor’s signature two weeks before the class start date.

2. If your office wishes to substitute a participant, the substitute participant must 
complete a registration form.  Send us the registration form with a note

indicating for whom the participant is substituting.  Substitutions are allowed up to
the class start date.

3. If TAI has to cancel a course for administrative reasons, we will make every 
effort to notify all confirmed participants.  When we contact you, we will be
happy to discuss enrolling you in a future session.

WAITING LIST

Because of the popularity of our program, many of our courses 
do fill quickly.  When we notify you that the session you 
requested is full, please let us know if you are interested in being
placed on the waiting list.  If space becomes available we will 
contact you.

DRESS POLICY FOR CLASS

The dress policy is casual business attire (no shorts). For your comfort we 
suggest you bring a jacket or sweater.

REASONABLE ACCOMMODATIONS

If you have special needs, please contact TAI.  We will make 
every effort to accommodate your request.
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GENERAL INFORMATION

ATTENDANCE

You are expected to attend all sessions of the course.  If you have to be absent 
from any portion of the course, notify your supervisor, instructor, and a TAI staff

member.  Significant absences from the classroom may be reported to your
 supervisor and may result in your not receiving a certificate of completion.

TRAINING CERTIFICATE

Students who successfully complete training will receive a 
certificate of completion. 

RECEIVING MESSAGES DURING CLASS HOURS

Messages for students attending class may be left at (202) 283-1674,
 283-1292 or 283-1372.  Students should check for messages during breaks.

SMOKING

Smoking is prohibited in the building.

HOTEL ACCOMMODATIONS

For your convenience, the following is a list of nearby hotels. 
 You will need transportation to get to TAI.

  Hyatt Regency          Holiday Inn     Marriott   
Crystal City, VA         Alexandria, VA  Washington, DC
  (703) 418-1234         (703) 549-6080  (202) 393-2000  

GENERAL INFORMATION
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DIRECTIONS

From Virginia Take 495 North over the Woodrow Wilson Bridge (ending up on 
the Maryland side).  Take Exit 4A to Oxon Hill.  Stay in the right hand lane.  The
building will be approximately 1/4 mile on the right hand side next to the Oxon Hill
Home Depot.

From Maryland: Take 495 South (staying on the Maryland side) towards
Richmond/ Alexandria.  Take Exit 4A to Oxon Hill.  Stay in the right hand lane. 
the building will be approximately 1/4 mile on the right hand side next to the Oxon
Hill Home Depot.

From Washington:  Take 295 South to 95 North towards Baltimore.  Take
Exit 4A to Oxon Hill.  Stay in right hand lane.  The building will be approximately
1/4 mile on right hand side next to the Oxon Hill Home Depot.

If lost, please call (202) 283-1674, 283-1292 or 283-1372.
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SECTION 3

TAI FY 2000 SCHEDULE OF COURSES

                          





  

April 03-07  COTR Training

03-07 Advanced Best Value - Source Selection

10-12 Information Technology (IT) Contracting

10-14 Negotiation Strategies & Techniques

17-21 Simplified Acquisition

18-21  Federal Appropriations Law

19  IRS Purchase Card Training

24-28  COTR Training

26 What Matters Most (Formerly Time Management)

May 01-05  COTR Training

02-05 Contracting Basics for Admin. & Support Personnel

08-12 Project Management for Procurement Personnel

08-12 Advanced Simplified Acquisition

08-12 Executive Contracting  (CON301)

15-16 Contracting for Commercial Items

15-06/08 Intermediate Contracting (CON202)

17  IRS Purchase Card Training

17-19 Preparing Statements of Work

18 Internet-Based Market Research

22-26  COTR Training

22-26 Cost Accounting for Contract Specialists

June 05-09 Management for Contracting Supervisors (CON333)

05-30 Fundamentals of Contracting   (CON101) 

08 Internet-Based Market Reseach

12-16  COTR Training

12-23 Intermediate Contract Pricing (CON204)

12-23 Government Contract Law (CON210)
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June 19-21 Performance Based Service Contracting

(cont.) 22 Presentation Advantage

26-28 Writing Work Statements for Information Technology Resources

28  IRS Purchase Card Training

July 10-14  COTR Training

18-08/04 Fundamentals of Contract Pricing  (CON104)

18-20 The 7 Habits of Highly Effective People

19  IRS Purchase Card Training

24-28  COTR Training

August 02-04 Preparing Statements of Work

07-11 COTR Training

16  IRS Purchase Card Training

21-25 COTR Training

September 14 What Matters Most (Formerly Time Management)

18-22 COTR Training

20  IRS Purchase Card Training
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SECTION 4

TAI COURSE OFFERINGS

  Acquisition Courses
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                           Personal Development
                           Courses

ACQUISITION COURSES

Advanced Best Value - Source Selection               

This course outlines the specific steps and procedures involved in the 
evaluation and selection of a contractor using negotiated contracting procedures. 
Participants will learn the basic principles and processes of sound analysis and

decision making as it relates to the Federal source selection process.  Major topics
include:  (1) Introduction to Best Value  (2)  Establishing Evaluation Factors 

 (3)  Evaluating Proposals  (4)  Holding Discussions  (5)  Selecting a
Contractor for Award  (6)  Protests, and (7)  Streamlining Techniques. 

DATE

 April 3 -7, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises 

AUDIENCE

Acquisition personnel involved in the source selection process

PREREQUISITE

Participants must have completed the basic Source Selection course
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ACQUISITION COURSES

Advanced Simplified Acquisition              

This is an advanced course that covers more complex features 
of simplified acquisition procedures as detailed in the Federal 

Acquisition Regulation  (FAR) Part 13.

DATE

 January 10 - 14, 2000
May 8 - 12, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises 

AUDIENCE

1102 series personnel who perform advanced simplified acquisition duties  

PREREQUISITE

Participants must have completed the Basic Simplified Acquisition course
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ACQUISITION COURSES

Best Value - Source Selection
              

This course is designed for individuals who are involved in, or expect to
become involved in, best value contracting.  The course examines the procedural

choices available to the government in a best value contracting effort and how 
these choices impact competing contractors.

DATE

  February 14 - 18, 2000

COURSE FORMAT

Lecture, discussion, practical exercises, and case studies

AUDIENCE

Acquisition personnel involved in the source selection process

PREREQUISITE

Personnel with a basic understanding of the negotiated method of procurement
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ACQUISITION COURSES

 

Contracting Basics for Administrative and Support Personnel
              

This course provides participants with a thorough understanding of the acquisition
process, familiarity with simplified acquisition requests for proposals, invitations

 for bids, and contract administration.

DATE(S)

January 25 - 28, 2000 

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

Administrative and support personnel seeking a basic knowledge of the
 acquisition process

PREREQUISITE

None



Treasury Acquisition Institute            18

ACQUISITION COURSES

 

Contracting for Commercial Items
              
This course shows participants how to conform to Federal rules for awarding contracts

for commercial items.  This course is essential for all contracting personnel who
acquire commercial products and services in the government market place.

DATE(S)

January 24 - 25, 2000
 May 15 - 16, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

Acquisition personnel involved in awarding or administering contracts 
for commercial items

PREREQUISITE

Participants should possess a basic understanding of Federal acquisition
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ACQUISITION COURSES

 

Contracting Officer's Technical Representative (COTR) Training
              

This course covers the basic elements and features of a contract, various types
 of government contracts, and the general processes used to develop, award

 and administer a contract.  Participants will learn the role and responsibilities 
of a COTR and all applicable Federal contract laws.

DATE(S)

October 4 - 8, 1999 April 3 - 7, 2000
November 15 - 19, 1999 April 24 - 28, 2000
November 29 - December 3, 1999 May 1 - 5, 2000
December 13 - 17, 1999 May 22 - 26, 2000
January 10 - 14, 2000 June 12 - 16, 2000
February 7 - 11, 2000 July 10 - 14, 2000
February 28 - March 03, 2000 July 24 - 28, 2000
March 6 - 10, 2000 August 21 - 25, 2000
March 20 - 24, 2000 September 18 - 22, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

Personnel who are preparing to work as a COTR

PREREQUISITE

None
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ACQUISITION COURSES

 

Cost Accounting for Contract Specialists
              

This course examines the role of a contractor's cost accounting system in
 the procurement process.  Case studies will examine the accounting activity 
of a small company from establishment of the company's accounting system
 through the preparation of direct and indirect expenses and facilities capital

 cost of money budgets through the submission of cost or pricing data in 
support of a proposal.  The case studies will also review pre-award financial
 capability and accounting system surveys for the company, and preparation

 of interim billings and progress payments after award. 

DATE(S)

May 22 - 26, 2000 

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

All 1102 series personnel

PREREQUISITE

Participants must have a thorough understanding of the Federal acquisition process
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ACQUISITION COURSES

Developing an Independent Government Cost Estimate     
      

A valuable course for technical personnel and others who are charged with the
responsibility of developing an Independent Government Cost Estimate (IGCE),

whether for a new procurement of supplies, equipment, or services or for a contract
modification.  Students will learn step-by-step procedures for accomplishing this

challenging and often frustrating task.  

DATE 

March 13 - 14, 2000

COURSE FORMAT

Lecture, discussion, practical exercises, and case studies

AUDIENCE

Acquisition personnel involved in developing independent government cost estimates

PREREQUISITE

Contracting Officer’s Technical Representative (COTR) training
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ACQUISITION COURSES

Executive Contracting  (CON301)
              

This five day seminar is designed for experienced contract managers throughout all
Federal agencies and provides the most current information on new and emerging

procurement regulations within the context of the Federal public policy process.

DATE

 May 8 -12, 2000

PREREQUISITES

This course is for 1102 series personnel grades GS-13 and above who have
 completed the mandatory 1102 series curriculum

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

1102 series personnel only, grades GS-13 and above

PREREQUISITE

Participants must have completed the Treasury mandatory curriculum for
 1102 series personnel
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ACQUISITION COURSES

Federal Appropriations Law
              

This course applies legal reasoning to the federal appropriations law process. 
Participants will learn how the General Accounting Office Comptroller General

decisions establish a framework for an agency's fiscal operations.  

DATE 

April 18 - 21, 2000

COURSE FORMAT

Lecture, discussion, and case studies

AUDIENCE

Procurement personnel seeking an in-depth understanding of federal 
appropriations law

PREREQUISITE

None
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ACQUISITION COURSES

Fundamentals of Contracting  (CON101)     
      
This four week course provides instruction in all of the basic elements of 

contracting, from the pre-solicitation phase through post-award administration 
and contract closeout.  Thorough instruction on the use of the U.S.A.'s Federal

Acquisition Regulations (FAR) and the Department of Defense's Supplement to the
FAR (DFARS) is combined with exercises for immediate,  practical application. 

 The course curriculum provides an accurate picture of the complexity and 
regulatory nature of government contracting.

DATE 

January 31 - February 25, 2000 
June 5 - 30, 2000

COURSE FORMAT

Lecture, discussion, practical exercises, and case studies

AUDIENCE

1102 series personnel only - all grades

PREREQUISITE

This course is for 1102 series personnel only
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ACQUISITION COURSES

Fundamentals of Contract Pricing   (CON104)        
     

Designed for the contracting professional, you will learn the foundations of cost
 and price analysis.  With an increasing emphasis on the ability to evaluate cost

 and pricing data, this is an extremely important, application-oriented course. 
 Lectures on essential techniques, and strategies are augmented by your 

participation in negotiation workshops.  Meaningful understanding is achieved
 through case studies and exercises.  Review of current policy regulating this

 aspect of contracting makes this a vital, up-to-date course.

DATE

 March 27 - April 14, 2000
July 17 - August 4, 2000

COURSE FORMAT

Lecture, discussion, practical exercises, and case studies

AUDIENCE

1102 series personnel only - all grades

PREREQUISITE

Suggested -  Basic Algebra skills, Fundamentals of Contracting (CON101)
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ACQUISITION COURSES

Government Contract Law   (CON210)
              

The need to understand the impact of legal requirements on the procurement 
process is very important for everyone in the field of acquisition.  The law 

dictates the interface between the Government and Contractors.  Through the 
use of court cases, administrative decisions, current regulatory information, you
 will learn how Government Contract Law impacts the daily decisions you make 

in acquisition.  Avoiding legal disputes and maintaining ethical business
 relationships are integral factors in this study.

DATE

January 24 - February 4, 2000
June 12 - 23, 2000

COURSE FORMAT

Lecture, discussion, practical exercises, and case studies

AUDIENCE

1102 series personnel only - all grades

PREREQUISITES

Suggested - Fundamentals of Contracting  (CON101)
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ACQUISITION COURSES

GWACs, IDIQ Contracts & Schedules
              

GWACs are contracts for products and services entered into by one Federal
 agency but available for use by any other Federal agency.  This course,

allows participants to analyze the types of contracts that have been awarded, 
such as source selection, ordering procedures, pricing, and contract 

administration.  The course also details multiple award schedule (MAS) contracts
 and the new simplified acquisition rules for open-market purchases up to $5 million.

DATE

 February 7 - 8, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

Acquisition personnel at all levels

PREREQUISITES

None
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ACQUISITION COURSES

Information Technology (IT) Contracting
              

This course allows participants to compare current techniques with concepts
 evolving from recent changes in the statutes governing Information Technology
 (IT) contracting.  Participants will obtain a clear understanding of the IT process

including techniques for preparing solicitations for IT resources.

DATE(S)

 December 1 - 3, 1999
April 10 - 12, 2000 

COURSE FORMAT

Lecture, discussion, and practical exercises

AUDIENCE

Acquisition personnel involved in information technology contracting

PREREQUISITES

Participants should possess a solid understanding of the Federal acquisition process
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ACQUISITION COURSES

Intermediate Contracting  (CON202)       
      

This course concentrates on management functions in all phases of  contracting. 
Emphasis is placed on problem analysis and resolution, two major management
functions.  It is anticipated that knowledge acquired through previous courses
 and on-the-job-training will be applied throughout this course.  Case studies 
and practical exercises offer ample opportunity to apply knowledge and past 

experience in analyzing problems and formulating decisions.  Discussing 
alternative solutions and, identifying and evaluating relevant facts help 
participants develop greater depth of knowledge in the complex areas of

 contracting.  Ethical principles and decision-making skills, as they apply to
management, are a prime focus.

DATE

February 22 - March 17, 2000
 May 15 - June 8, 2000

COURSE FORMAT

Lecture, discussion, practical exercises, and case studies

AUDIENCE

1102 series personnel only - all grades

PREREQUISITES

Suggested - Fundamentals of Contracting (CON101)
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ACQUISITION COURSES

Intermediate Contract Pricing  (CON204)
              

This course reinforces previously learned pricing skills and provides advanced
instruction in price analysis and decision making.  The course concentrates first on
statistical and economic analysis tools and then on applying these tools in pricing

situations.  Through exercises (touching on many  aspects of contract pricing) and, 
class discussions, students will gain valuable knowledge and experience in analyses 

of contract pricing topics, application of appropriate pricing principles, and
 development of satisfactory solutions.

DATE 

 March 20 - 31, 2000
June 12 - 23, 2000

COURSE FORMAT

Lecture, discussion, practical exercises, and case studies

AUDIENCE

1102 series personnel only - all grades

PREREQUISITES

Suggested - Fundamentals of Contract Pricing  (CON104)



Treasury Acquisition Institute            31

ACQUISITION COURSES

Internet-Based Market Research
      

 This course includes an introduction to market research and six (6) hours of
 Internet research exercises to enable participants to use the vast capability of

 the Internet to support market research needs.

DATE(S) 

November 18, 1999
March 16, 2000
May 18, 2000

COURSE FORMAT

Lecture and hands-on exercises using the computer

AUDIENCE

Acquisition personnel at all levels

PREREQUISITES

None
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ACQUISITION COURSES

IRS Purchase Card Training
              
The purchase card is a method of paying for authorized Government purchases of
supplies and services, either over the counter or by telephone.  This training is
mandatory for all IRS personnel seeking to receive an IRS purchase card.

DATE(S)

October 20, 1999 April 19, 2000
November 16, 1999 May 17, 2000
December 15, 1999 June 28, 2000
January 19, 2000 July 19, 2000
February 16, 2000 August 16, 2000
March 15, 2000 September 20, 2000

COURSE FORMAT

Lecture and discussion

AUDIENCE

Internal Revenue Service (IRS) personnel seeking to use
 an IRS Purchase Card.

PREREQUISITES

None
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ACQUISITION COURSES

Management for Contracting Supervisors (CON333)
              

This course uses a variety of teaching methods, such as the Harvard case study,
 critical incidents, small group interaction, and self-assessments.  Government
management issues that challenge acquisition professionals, from pre-award to
 post-ward management, are investigated to sharpen skills in assessment and

interpretation of the variables that affect contract performance and mission
accomplishment.  Students are encouraged to apply and share their experiences

 and expertise.  Through panel discussions, guest lectures, and sharing 
knowledge, students are encouraged to find new ways to improve their

 organization’s accomplishment of its mission.

DATE

June 5 - 9, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

1102 series personnel only, grades GS-13 and above

PREREQUISITES

Participants must have completed the Treasury mandatory curriculum 
for 1102 series personnel
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ACQUISITION COURSES

Negotiation Strategies & Techniques

This course provides students with strategies, tactics, and skills that are effective in
contract formation and contract administration negotiations.  Every key phase of the

negotiation process, from start to finish, is covered in this course.  In-class exercises 
provide students with insights into their negotiation style and personal techniques.

DATE(S) 

April 10 - 14, 2000

COURSE FORMAT

Lecture, discussion, and exercises

AUDIENCE

Acquisition personnel at all levels

PREREQUISITES

None
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ACQUISITION COURSES

Performance-Based Service Contracting

The Office of Federal Procurement Policy (OFPP) Letter 91-2 requires federal 
agencies to use performance-based service contracting methods as much as
 possible when contracting for services.  This course is primarily designed for 

technical personnel (although contracting personnel may attend) who are 
determining a requirement that may lend itself to performance-based

 contracting.  Participants receive comprehensive in-depth coverage of
 the fundamentals of service contracting, planning for performance-based

 service contracts, solicitations, evaluation, and award.

DATE(S)

November 8 - 10, 1999
January 17 - 19, 2000

June 19 - 21, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

Acquisition personnel involved in the use of performance-based service contracting

PREREQUISITES

None
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ACQUISITION COURSES

Preparing Statements of Work

This course is designed to assist participants in writing a statement of work for goods
and services.  The course also emphasizes the use of a performance-based statement

 of work as much as possible when contracting for services.  A performance-based
statement of work tells the contractor what to do, not how to do it.  Participants
 will have the opportunity to review samples of a variety of statements of work.

DATE(S)

November 15 -17, 1999 May 17 -19, 2000
August 2 - 4, 2000

COURSE FORMAT

Lecture, discussion, case studies and practical exercises

AUDIENCE

Acquisition personnel involved in writing and/or reviewing statements of work  

PREREQUISITES

None
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ACQUISITION COURSES

Presentation Advantage!

This seminar  teaches students how to give dynamic, effective presentations 
with power and professionalism!

DATE(S) 

June 22, 2000

COURSE FORMAT

Lecture, group work and application

AUDIENCE

Acquisition personnel at all levels who desire to improve presentation skills

PREREQUISITES

None



ACQUISITION COURSES

Project  Management for Procurement  Personnel

Project Management is a five-day course designed to provide you with the techniques and
tools to plan, schedule, and control a project.  While covering all aspects of the project life

cycle, the course focuses on developing effective measures for scheduling and cost
control.  This makes the course especially useful for personnel involved in the

administration of cost reimbursement and level-of-effort contracts.  Particular emphasis is
placed on the transferring of skills associated with developing work breakdown structures,
calculating schedules using PERT/CPM, using the concept of “earned value,” calculating

resource requirements, predicting costs and work effort, developing timephased budgets,
planning for contingencies, and monitoring changes.

DATE

October 18 – 22, 1999 March 13 - 17, 2000
January 10 - 14, 2000 May 8 – 12, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

Procurement personnel at all levels.

PREREQUISITES

None
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ACQUISITION COURSES

Simplified Acquisition

This course provides students with an understanding of the simplified methods 
of procurement.  Students learn procedures for ordering from the various established 

sources and for purchasing from businesses in the open market. 

DATE

December 6 - 10, 1999
 April 17 - 21, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

1102 series personnel who perform simplified acquisition duties

PREREQUISITES

None
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ACQUISITION COURSES

Task Order Contracting
              

This course provides students with a thorough understanding of task order
 contracting.  Task order contracts provide government agencies with flexible

arrangements for acquiring a wide variety of services from commercial organiza-
 tions.  They take many forms, including fixed price-indefinite-delivery, cost-

reimbursement, time and materials, labor-hour, or some combination of these. 
 They may require the completion of a clearly defined task, delivery of a 

level of effort or both.

DATE

March 20, 2000

COURSE FORMAT

Lecture, discussion, case studies, and practical exercises

AUDIENCE

Acquisition personnel involved in the use of Task Order contracts

PREREQUISITES

None
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ACQUISITION COURSES

Telecommunications for Non-Engineers

This seminar provides participants with an overview of voice and data 
communications, transmission technologies, and the future of telecommunications 
for the non-engineering professional.  Participants will obtain a working knowledge

 of telecommunications and learn the specific terminology to communicate
 more effectively with telecommunications professionals.

DATE(S)

March 23, 2000

COURSE FORMAT

Lecture and discussion 

AUDIENCE

Personnel involved in the acquisition and/or administration of
 telecommunications contracts

PREREQUISITES

None
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ACQUISITION COURSES

Writing Work Statements for Information Technology (IT) Resources

This three day class is designed for program personnel who develop performance
 work statements to describe their requirements.  Contracting personnel who

 must review performance work statements will also benefit.  This is a hands-on
 course that includes an overview of the IT acquisition process, writing requirements

 for IT resources, market research, Writing Performance Based work statements
 and administration of  the statement of work.

DATE(S)

January 5 - 7, 2000
March 1 - 3, 2000
June 26 - 28, 2000

COURSE FORMAT

Lecture, discussion, case studies and practical exercises

AUDIENCE

Acquisition personnel involved in writing and/or reviewing IT statements of work  

PREREQUISITES

None
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PERSONAL DEVELOPMENT COURSES

Simply Grammar

Your messages (both oral and in writing) should project an air of confidence and style. 
But do they?  What are your words saying about you?  Your message can be crisp,

decisive and influential or terribly lackluster and damaging.  This course will enable you
to increase the impact, clarity and overall effectiveness of your verbal communication
as well as your written products.   And if you've ever had your grammar corrected, this

is your chance to eliminate embarrassing usage problems in the future. 

DATE(S) 

 March 7 - 8, 2000

COURSE FORMAT

Lecture, discussion, and exercises

AUDIENCE

Acquisition personnel at all levels

PREREQUISITES

None
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PERSONAL DEVELOPMENT COURSES

The 7 Habits of Highly Effective People

This course teaches the seven habits of highly effective people and discusses
 the relevance of each of the habits to work and personal life.  The course also

demonstrates tips, techniques, and strategies for implementing each of the 
seven habits to improve performance.       

DATE(S) 

November 30 - December 2, 1999
July 18 - 20, 2000

COURSE FORMAT

Lecture, discussion, and exercises

AUDIENCE

Acquisition personnel at all levels

PREREQUISITES

None
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PERSONAL DEVELOPMENT COURSES

What Matters Most  (Formerly Time Management)

This course will help participants acquire the techniques of time management
 so they can focus on what is truly important to them, both personally and

professionally.  It is intended for those who want to gain control of their time, 
their responsibilities, and their life.

DATE 

 January 18, 2000
April 26, 2000

September 14, 2000

COURSE FORMAT

Lecture, discussion, and exercises

AUDIENCE

Acquisition personnel at all levels

PREREQUISITES

None
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PERSONAL DEVELOPMENT COURSES

Write 2 the Point

Do you spend a lot of time writing (or rewriting) because your supervisor is 
dissatisfied with your written materials?  This course is designed to help you 

write more effectively with less effort by applying a simple step-by-step approach
 to writing.  You'll be able to overcome poor writing tendencies and organize

 your thoughts to write dynamic products.  You'll also be able to overcome writer's
 block and reduce your anxiety by learning and practicing easy techniques to

 make your writing clear, concise, and powerful.

DATE(S) 

March 9 - 10, 2000

COURSE FORMAT

Lecture, discussion, and exercises

AUDIENCE

Acquisition personnel at all levels

PREREQUISITES

None
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SECTION 5

TRAINING REGISTRATION FORM

                          



Internal Revenue Service
Constellation Centre

6009 Oxon Hill Road (1st & 7th Floors)
Oxon Hill, Maryland 20745

TREASURY ACQUISITION INSTITUTE (TAI)
TRAINING REGISTRATION FORM

TAI Cancellation
Policy:

If TAI has to cancel a course for
administrative reasons, we will
make every effort to notify all

confirmed participants. When we
contact you, we will be happy

to discuss enrolling you in a
future session.

Work Phone #: ______________________________________

Home Phone #: _____________________________________

Fax Phone #: _______________________________________

In case of emergency, please notify:

Student
Withdrawal

Policy:

If you are unable to attend a
class for which you are confirmed,

send us a note with your
supervisor’s signature two weeks

before the class start date.

TAI STAFF

Nick Nayak
Program Manager

(202) 283-0983

M. Sylvia Ball
Asst. Program Manager

(202) 283-1675

Serrina Winslow
Management Analyst

(202) 283-1292

Diana Allison
Management Analyst

(202) 283-1674

Shonda Yates
Management Analyst

(202) 283-1372

Reasonable Needs:
Do you have special needs?

(i.e., interpreter) if so, please note below:

CONFIRMATION: (TAI Staff Use Only)

Course Location: Treasury Acquisition Institute (TAI)
* 1st Floor

* 7th Floor
*subject to change

Approved By:

N.N

S.B.

S.T.

D.A.

S.Y.

Course Time: __________________
8:00 am - 4:00 pm

8:30 am - 4:00 pm

9:00 am - 12:00 pm

OTHER

PHONE: (202) 283-1674 FAX: (202) 283-1130/1517

Agency Project
Number:

Course Title: ____________________________________

Date(s): _________________________________________

Course Number: _________________________

Supervisor's Name/Phone:
(Please Print)

___

Supervisor's Signature: ________________________________

Name (Please Print): ____________________________

Office Symbols: __________________________________

Title/Series/Grade: ____________________________
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